October 5, 2001

TO: |C Personnd Officers
FROM: Director, Human Resource Program Support Divison, OHRM

SUBJECT: Closure of NIH Facilities

The following provides emergency closure or dismissal procedures for NIH employeesin the
Washington, D.C. area (including employees telecommuting from an dternative worksite) in the event

of inclement wegather or other emergency conditions. Information regarding reasonable accommodation
for employees with disabilitiesis dso provided.

If awesther-related or other emergency arises before the workday begins, the Office of Personnel
Management (OPM) will provide an announcement regarding the operating status of the Federd
Government to the media by 6:00 am., whenever possble. As soon asthe gatusis determined, it will
also be posted on OPM’s web site at http://www.opm.gov and a recorded message will be provided
by OPM’ s Office of Communications on 202-606-1900.

The announcements which will be used by OPM are: (a) Federd agencies are OPEN; (b) Federa
agencies are operating under an UNSCHEDULED LEAVE policy; (c) Federd agencies are operating
under an ADJUSTED HOME DEPARTURE policy; (d) Federal agencies are operating under an
ADJUSTED HOME DEPARTURE/UNSCHEDULED LEAVE policy; and () Federa agencies are
CLOSED. A lig of these announcements and their meanings is provided as Attachment A. Please
explain the meaning of the announcements to your employees. Employees are respongble for checking
their locd radio and televison stations for one of the media announcements and/or contacting OPM via
their web gte or telephone number.

If during the workday severe westher conditions or other emergencies arise, OPM may authorize an
adjusted work dismissal policy and the release of employees will be guided by their norma departure
fromwork. Employees, asin the past, are not to rely on media announcements for early dismissd. If it
becomes necessary to dismiss employees during the workday, the Office of Human Resource
Management (OHRM) will notify you of the decison as soon as possible.

Emergency employees are not affected by the above procedures. They are expected to report to work
on timein the event of an adjusted home departure announcement. If they are dready a work when
notification of an adjusted work dismissa is received, they are to remain at work through the end of
their tour. Employees are designated as emergency employeesiif they provide servicesthat are vita to
public hedth, safety, or welfare; nationd defense; or the operation of essentid facilities. These
employees receive annud natification of their emergency satus.


http://www.opm.gov

OPM assures us that they encourage and will follow a policy of dlowing more generd use of
unscheduled leave so that employees who truly find it impossible or unsafe to make it to work or who
arive lae can use annud leave, previoudy earned compensatory time or credit hours, or leave without
pay, while the essentia functions of the Government continue with the employees who are able to make
it to work. However, on those days that OPM does not declare an unscheduled leave policy because
conditions generdly are not bad, supervisors are encouraged to be sengtive to the fact that locdized
wegther and road conditions may preclude some employees from safely commuting to work and to
grant unscheduled annud leave, available compensatory time or credit hours, or leave without pay to
such workers. Additiondly, if it is announced the Federal Government is open but some employees are
unavoidably delayed in arriving for work, supervisors may grant a reasonable (based on distance,
mode, and availability of trangportation, and success of other employeesin similar Situations) amount of
excused absence.

HHS Indruction 610-3 provides additiona information regarding closure due to inclement weether and
the temporary closng of buildings for other emergency Stuations. If you or your staff have questions
regarding the above, please contact Shirley FHottum on 402-7599.

Reasonable accommodeation should aso be provided during inclement weather and other emergencies
for employees with disabilities. Each I1C should work with its employees to establish new agreements
or reevauate exising agreements. Those agreements must include the following:

1. Name of the organization,

2. Name of the employee;

3. Name of the supervisor;

4. Name of the disability or medica condition;

5. Employee' s assessment of impact of weether or other emergency;

6. Identification of accommodation; and

7. Certification of discusson and agreement of accommodation by dated signature of both the
employee and supervisor.

Further guidance regarding reasonable accommodation as it relates to inclement weather is provided as

Attachment B. Any questions regarding reasonable accommodation should be directed to Sheilla
Monroe on 402-8908.

/sl
Eduardo J. Ribas

Attachments



Attachment A

EMERGENCIES BEFORE THE WORKDAY BEGINS

OPM will provide one of the following five announcements to the media when an emergency occurs
before the workday begins.

a

"Federd agencies are OPEN; employees are expected to report for work on time.”

Means Federd agencies will open on time, and employees are expected to report for work as
scheduled.

"Federd agencies are operating under an UNSCHEDULED LEAVE policy; employees may
take leave without prior approva.”

Means Federd agencies will open on time, but employees not designated as "emergency
employees' may take annud leave, previoudy earned compensatory time or credit hours, or
leave without pay (LWOP) without the prior approva of their supervisors. However,
employees must inform their supervisors of their intentions. Employees designated as
"emergency employees' are expected to report for work on time.

"Federd agencies are operating under an ADJUSTED HOME DEPARTURE policy.
Employees are requested to leave home () hours later than their norma departure time.”

Means Federd agencies will open on time, but non-emergency employees should adjust their
norma home departure time congstent with the announcement, and non-emergency employees
who arrive late will be excused without loss of pay or chargeto leave. For example, if OPM
announces that an “ adjusted home departure’ policy isin effect and employees should delay
their norma departure time for two hours, employees who normally leave for work a 7 am.
would delay their departure until 9 am. The employee would be granted excused absence from
the time he or she normdly arrives at work until the time he or she actudly arrives a work.
Employees designated as "emergency employees’ are expected to report for work on time.

"Federd agencies are operating under an ADJUSTED HOME DEPARTURE/
UNSCHEDULED LEAVE policy. Employees are requested to leave home () hourslater
than their normal departure time, and employees may take leave without prior approval.”

Means Federd agencies will open on time, but non-emergency employees should adjust their
norma home departure time consistent with the announcement, non-emergency employees who
arive late will be excused without loss of pay or charge to leave, and non-emergency
employees may take annud leave, previoudy earned compensatory time or credit hours, or
LWOP without the prior gpprova of their supervisors. Employees must, however, inform their
supervisorsif they plan to take off. Employees designated as "emergency employees' are
expected to report for work on time.



e "Federd agencies are "CLOSED."

Means employees not designated as "emergency employees’ are excused from duty without
loss of pay or chargeto leave. Employees on dternative work schedules (AWS) who are not
scheduled to work on that day are not entitled to another AWS day off. Employees desgnated
as "emergency employees' are expected to report for work on time.

EMERGENCIES DURING NORMAL WORK HOURS

When an emergency Situation occurs during norma work hours, OPM may announce that the Federa
Government is operating under an “ Adjusted Work Dismissal” policy. This policy permits non-
emergency employeesto leave work early relaive to their norma departuretimes. For example, if a3-
hour early dismissd is authorized by OPM as aresult of hazardous weather conditions or other
emergency, employees who would normaly leave work a 5 p.m. would be authorized to leave a 2
p.m. Employees designated as “emergency employees’ who are dready at work when natification of
an “adjusted home departure’ is received are to remain a work through the end of their tour.



Attachment B

FURTHER GUIDANCE REGARDING REASONABLE ACCOMMODATION
FOR EMPLOYEESWITH DISABILITIES

In emergency Stuations, supervisors should be aware that individuas with disabilities have specific
needs. In order to avoid misunderstandings during these periods, supervisors and employees should
meet beforehand and discuss the employee’ s needs under various circumstances.

Supervisors should note that the employee with a disability is usualy the best judge of his or her needs.
The employee may have different needs before, during, and after inclement weether, depending on
environmenta conditions both in the air and on the ground. For example, snow removal equipment
may make travel by mohbility-impaired individuas even more difficult by creating insurmountable
snowdriftsat curb cuts. Individua employees, even those with the same disability, may have different
needs. Further, an employee' s needs may change, even under smilar weether and environmenta
conditions. Even seemingly mild weether or environmenta conditions could be hazardous to a person
with adisability.

In case circumstances exist that are not covered by previoudy determined agreements, SUpPervisors
should rely heavily on the fedings of the employee with a disability and should be flexible when making
decisons. There may be conditions or circumstances not related to westher that could adversely affect
persons with disabilities. These include, but are not limited to, the need to be discharged early to
provide sufficient time for the employee to be traveling well before others being discharged a the same
time; public trangportation emergencies; and police and safety emergencies. In these Stuations,
adminigrative leave may be granted, a the discretion of the supervisor.

|Cs are encouraged to offer their employees with disahilities the option of working a home during
inclement wesether or other emergencies. The supervisor may, at his’her discretion, allow an employee
to work at hishher persona residence in accordance with the NIH Flexible Workplace Program (FWP)
policies and procedures. Participation in the FWP requires a“ standing” telework agreement. This
arrangement could reduce the need for the employee to use hisher own accrued leave during times of
inclement wegther or trangportation/safety emergencies. More detailed information about the FWP can
be found at: http://www1.0d.nih.gov/oma/manual chapters/person/2300-600-1/



http://www1.od.nih.gov/oma/manualchapters/person/2300-600-1/

